
Sc . M a r y ' s County R e c o r d s C e n t e r and A r c h i v e s 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
No. C-661 
Page 
No. 1 of 3 

Agency 
St. Mary's County - Economic & Community DevelopmeA 

Item 
No. 

Division 
t HOUSING AUTHORITY 

Description Retention 

5. 

Housing Authority Board of Commissioners Minutes 

Minutes of the Housing Authority Board of 
Commissioners containg the proceedings of the 
Board. 

General Correspondence 

Incoming and outgoing correspondence organized 
alphabetically within each calendar year. 

Reader Files 

Copies of all outgoing correspondence generated 
by the office arranged in chronological order. 

Grants Administration 

Files pertaining to grant-funded projects. 
a. Project files containing copies of applications, 

correspondence, annual reports, personnel files. 
b. Audit Files - copies of all final audits for 

each project. 

Vendors 

Original invoices and bills from vendors used by 
Housing Authority office. 

PERMANENT. Retain in office 
25 years, thereafter transfer 
to County Records Center and 
Archives.* 

Retain 5 years from calendar 
year in which created, 
thereafter destroy. Retain 
in office 3 years, thereafter 
transfer to County Records 
Center and Archives. 

Retain 5 years from calendar 
year in which created, there
after destroy, Retain in office 
2 years, thereafter transfer 
to County Records Center & 
Archives. 

a.) Retain 5 years after 
project completed or 3 years 
after all audits completed, 
whichever is later, 
b.) Permanent. Retain in offic 
25 years, thereafter transfer 
to County Records Center & 
Archives* 

Retain 5 years or until all 
audits are completed, Which
ever is later, then destroy. 
Retain in office 2' years, 
thereafter transfer to County 
Records Center & Archives. 

Schedule approved by Department, 
Agency, or Division Representative 

Schedule authorized by 

Ccoyuty Arc'hivls Dat 

State Archivist 



RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation sheet) 

No. 

Page 
No. 2 of 3 

Item 
No. Description Retention 

10. 

Past Employee Files 

Personnel files containing timesheets, personnel 
action sheets, performance evaluations, mileage 
claim forms, requests for leave, etc. 

Modernization Rehab Program 

General files related to the administration of the 
Modernization program including ledgers, contracts, 
budget information, bids, applications, worksheets, 
work assignments, & inspection reports. 

8. j Request for HAP Payment / HAP Schedules 

Correspondence and forms related to issuing 
Housing Authority payment bills to renters / 
participants in the program. 

Voucher Schedules/HVP/RAP 

Requests for payment used by office bookkeeper 
to issue checks for the Housing Voucher Paymens, 
Rent Allocation Payments, etc. 

HAP Checks 

Voucher check copies and cancelled checks for the 
Housing Authority programs, including CDC and 
Tubman-Douglas units. 

Retain, 10 years.after 
termination of employee, 
thereafter destroy by shredding 
Retain in office 3 years, 
thereafter transfer to County 
Records Center & Archives. 

Retain 5 years from calendar 
year in which created or until 
all audits completed, which
ever is later, therafter 
destroy. Retain in office 3 
years, thereafter transfer to 
County Records Center and 
Archives. 

Retain 5 years or until all 
audits are completed, there
after destroy. Retain in 
office 3 years, thereafter 
transfer to County Records 
Center and Archives. 

Retain 5 years or until all 
audits completed, whichever is 
later, thereafter destroy. 
Retain in office 3 years, 
thereafter transfer to County 
Records Center & Archives. 

Retain 5 years or until all 
audits completed, whichever is 
later, thereafter destroy. 
Retain in office 3 years, 
thereafter transfer to County 
Records Center & Archives. 



RKCORDS RETliNTLON AND DISPOSAL SCIIEDULli 
( C o n t i n u a t i o n s h e e t ) 

No . 

Page 
No. 

C-661 

3 of 3 

Item 
No. Description Retention 

1 1 . I Rent Receipts 

Receipts for rent paid by renters in Housing areas 
supervised by this office. Receipts are organized 
by housing areas and are maintained by different 
staff within the Housing Authority. 

12 . | Terminated Tenants 

Files containing the Housing Authority's Section 8 
program files regarding information on participating 
families and landlords. May include case record, 
correspondence, housing assistance payments and re
examination register, application for housing 
assistance, financial disclosure statements, public 
assistance and employment inquiries, contracts, and 
agreements for tenants no longer participating in 
housing programs. 

13 . i Terminated Landlords 

Files containing copies of correspondence form the 
St. Mary's County Housing Authority to tenants 
and landlords. Tenant correspondence includes 
notification of appointments for contract renewals 
and agreement of portions of monthly rental payments 
Landlord correspondence includes possible tenant 
termination notices and other correspondence. 

14. | Inactive Applicants / Former Certificate Holders -
Section 8 

Inactive applicant, Former certificate holders, 
Single, Ineligible, and Terminated files containing 
correspondence, worksheets, pre-applications, 
recertifications, income verification, lease 
approval, etc. Also contains files with returned 
correspondence (not deliverable). 

*If no County Archives is being maintained, 
transfer to Maryland State Archives. 

Retain 5 years or until all 
audits completed, whichever 
is later, thereafter destroy. 
Retain in office 3 years, 
thereafter transfer to County 
Records Center and Archives. 

Retain 5 years or until all 
audits are completed, which
ever is later, thereafter 
destroy by shredding. 
Retain in office 3 years, 
thereafter transfer to County 
Records Center and Archives. 

Retain 5 years or until all 
audits are completed, which
ever is later, thereafter 
destroy by shredding. Retain 
in office 3 years, thereafter 
transfer to County Records 
Center and Archives. 

Retain 5 years or until all 
audits are completed, which
ever is later thereafter 
destroy by shredding. Retain 
in office 3 years, thereafter 
transfer to County Records 
Center and Archives. 

i 



INSTRUCT!QMS--TYPE OR PR1NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT!QMS--TYPE OR PR1NT A 
SEPARATE FORM FOR EACH NEW OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880 -1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7275 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 1 OF 1 ^ 

^0DEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Developmen 

J. UNIT 
t Housing Authority 

DEFINITION-RECORD SERIES-* O R O U * 0 , R K««~ATED RECORDS NORMALLY FILED AND UBBO AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION R U R R O B E S •_ 

4. RECORD SERIES TITLE 
Housing Authority Board of Commissioners Minutes 

8. EARLIEST YEAR/LATEST YEAR 
1971 T O 1989 

6. RECORD SERIES DESCRIPTION (•RI*RUV DESCRIBE THE TYRES O P INFORMAT I ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE FURFOSE OR FUNCTION OF THE SERIES) 

Minutes of the Housing Authority Board of Commissioners containiing the 
proceedings of the Board. 

7. RECORD SERIES FORMAT(S) 6. RECORD SERIES SEQUENCE 9. VOLUME 
° LETTER SIZE • MICROFILM • ALPHABETICAL H FILE DRAWER(S) 
BXLEGAL SIZE • COMPUTER TAPE O MICROFILM REEL(S) BXLEGAL SIZE • COMPUTER TAPE 0 NUMERICAL .500 COMPUTER TAPEIS) 

NUMBER D O T H E R ) S P E C , p Y ) ^ ^ O U N D BOOK O FLOPPY DISK 5 CHRONOLOGICAL 
.500 COMPUTER TAPEIS) 

NUMBER D O T H E R ) S P E C , p Y ) 

° AUDIO TAPE D VIDEO TAPE • GEOGRAPHICAL 10. ANNUAL ACCUMULATION 
0 OTHER(SPEC IFY) O OTHER(SPECIFY) D FILE DRAWER(S) 

2ii ° MICROFILM REEL(S) 
fcuUhCT D COMPUTER TAPE(S) 

• O T H F B / R P r r i i r Y l 

2ii ° MICROFILM REEL(S) 
fcuUhCT D COMPUTER TAPE(S) 

• O T H F B / R P r r i i r Y l " ....... 

2ii ° MICROFILM REEL(S) 
fcuUhCT D COMPUTER TAPE(S) 

• O T H F B / R P r r i i r Y l 

1 1 ' FILE IS USED , 2 , FILE BECOMES INACTIVE AFTER 
• DAILY • WEEKLY S MONTHLY 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOMJ 14. IS RECORD SERIES DUPLICATED ELSEWHERET 
Governmental Center - Housing Office (IF YCS, SPECIFY AGENCY OR OFFICE) 

• YES & NO 

15. ACCESS RESTRICTIONS • YES £kNO 16. AUDIT REQUIREMENTS 
(IF YES, CITE LAW(s) ft REGULATION!S) 

SxNCNE • STATE 0 FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 16. RECOMMENDED RETENTION 

O YES 19 NO Permanent. Retain in office 25 years, 
thereafter transfer to County Records 
Center for permanent retention. 

NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE 

Jan Blodgett, County Archivist (301) 475-7844 5/14/90 
DCS 550-4 (REVISED 2/67) 



INSTRUCT IONS--TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 580 - 1 ) 

DEPARTMENT Of GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72TB WATERLOO ROAD 
P.O. BOX .279 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT IONS--TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 580 - 1 ) 

DEPARTMENT Of GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72TB WATERLOO ROAD 
P.O. BOX .279 

JESSUP, MARYLAND 20794 PAGE d OF W 

^^^DEPARTMENT/AGENCY 

St. Mary's County 

2. DIVISION 
Economic Development 

3. UNIT 
Housing Authority 

[DEFINITION-RECORD SERIES-* °* O U* O F "ELATED RECORDS NORMALLY PILED AND USED AS A UNIT FOR 
REFERENCE AS VKL.O. AS RETENTION AND DISPOSITION PURPOSE! 

4. RECORD SERIES TITLE 

General Correspondence 
B. EARLIEST YEAR/LATEST YEAR 

iooa 1 0 looo 
DESCRIPTION ( 8 R , K | R L V DESCRIBE THE TYPES Or INPORMATI ON/DOCUMENTS/FORMS POUND 

IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES) 

Incoming and outgoing correspondence organized alphabetically. 

7. RECORD SERIES FORMAT(S) 

(RxLETTER SIZE O MICROFILM 

O LEGAL SIZE • COMPUTER TAPE 

^^BOUND BOOK a FLOPPY D I S K 

O AUDIO TAPE • VIDEO TAPE 

° OTHER(SPECIFY) 

8. RECORD SERIE8 SEQUENCE 

XB ALPHABETICAL 

Q NUMERICAL 

O CHRONOLOGICAL 

• GEOGRAPHICAL 

0 OTHER(SPECIFY) 

9. VOLUME 
X$ FILE DRAWER(S) 
• MICROFILM REEL(S) 

• .3,- D COMPUTER TAPE(S) 
NUMBER D OTHER)SPEC1 FY) 

10. ANNUAL ACCUMULAT1 ON 
GPVlLE DRAWER(S) 

.50 0 MICROFILM REEL(S) 
RTflnrtir ° COMPUTER TAPE(S) 

D O T W F B / f i P F r t P Y l 

' 1 ' FILE IS USED 
O DAILY ^ WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
5 D MONTH(S) xCtYEAR(B) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Office 
Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY /.OEKCY OR OFFICE) 
• Y E S # N O 

IS. ACCESS RESTRICTIONS S c Y E S • N O 
(IP YEB, CITE LAW(s) A RBOULAT1 ON(8) 

MD Annotated Code. State Government §10-616c 

16. AUDIT REQUIREMENTS 

JS; NONE D STATE O FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( | r YES >K>J*I_A 1N 
BKIEPLY AND DESCRIBE ANY HARDBARS/SOFTWARE) 

D Y E S TO N O 

IB. RECOMMENDED RETENTION 

Retain 5 years from calendar year in 
which created, thereafter destroy. Retain 
in office 3 years, thereafter transfer to 
County Records Center and Archives. 

^W. NAME AND TITLE OF PREPARER 
Jan Blodgett, County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 t. DATE 
5/14/90 

DCS 530-4 (REVISED 2/87) 



1HbTKOCT1 QMS••TYPE OR PRINT A 
SEPARATE FORM FOR EACH NEW OR 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION A G E N C Y RECORDS I N V E N T O R Y 

REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS B 80• 1 ) 

7271 WATERLOO ROAD 
P.O. BOX .278 

JESSUP, MARYLAND 20794 PAGE 

^^CFARTMENT / AGENCY 2. DIVISION 1. UNIT 
St. Marv's Countv Economic & Community Dev. Housing Authoritv 

DEFINITION-RECORD SERIES-* °*OXJ* 0 F «««-ATKD RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION R U R R O B E S 

4. RECORD SERIES TITLE 
Reader Files 

8. EARLIEST YEAR/LATEST YEAR 
1981 TO 1990 

RECORD SERIES DESCRIPTION ( BRIEFLY DESCRIBE 
•IN THE SERIES. 

THE TYRES O P INFORMAT I ON/DOCUMENTS/FORMS POUND 
INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Copies of all outgoing correspondence generated by the office arranged in chronological 
order. 

7 . RECORD SERIES FORMAT(S) 
XS LETTER SIZE • MICROFILM 
O LEGAL SIZE • COMPUTER TAPE 
^BOUND BOOK ° FLOPPY DISK 
^^VUDIO TAPE • VIDEO TAPE 
D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
O ALPHABETICAL 
• NUMERICAL 

xS CHRONOLOGICAL 
• GEOGRAPHICAL 
0 OTHER(SPECIFY) 

9. VOLUME 
CP<FILE DRAWER ( S ) 
• MICROFILM REEL(S) 

M 5 D COMPUTER TAPE(S) 
NUMUKW Q QTHER( SPEC 1 FY) 

10. ANNUAL ACCUMULAT1 ON 
^ FILE DRAWER(S) 

1 • MICROFILM REEL(S) 
RTJOTWr 0 COMPUTER TAPE(S) 

. • O T H F P I f i P r n i r v l 

1 1 • FILE IS USED 
O DAILY 58c WEEKLY O MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
f m j t r H r l r O MONTH ( S) xSYEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing office 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YC8, SPECIFY AOENCY OR OFFICE) 
O YES £kNO 

13. ACCESS RESTRICTIONS OOfES O NO 
(IF YES, CITE LAW(S) a REGULATION Is) 

MD Annotated Code.State Government §10-616c 

K . AUDIT REQUIREMENTS 

9<jNONK O STATE O FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( IP YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE) 

a Y E S x 5 NO 

t 

18. RECOMMENDED RETENTION 

Retain 5 years from calendar year in which 
created, thereafter destroy. Retain in 
office 2 years and then transfer to County 
Records Center and Archives. 

NAME AND T1TLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
5/14/90 

DCS 350-4 (REVISED 2/87) 



INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 9S0-I) 
.EA. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 70 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND. 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCTIONS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 9S0-I) 
.EA. 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

72 70 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND. 20794 PAGE OF /*/ 

B^PDEFARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

2. UNIT 
Housing Authority 

DEFINITION •RECORD SERIES-* O R O U P °r ""LA TED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WKL.O. AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Grants Administration 

8. EARLIEST YEAR/LATEST YEAR 
1979 TO 1990 

6. RECORD SERIES DESCRIPTION (•R,""'l-V 0 « C R I B S THE TYPES O F I NPORMAT I ON/DOCUMENT 8/ FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES J 

Files pertaining ro Grant -Funded projects 
a. Project Files - contain copies of applications, correspondence, annual reports, 

blue prints, and personnel files. 
b. Audit files - copies of the final audits for each grant program. 

7. RECORD SERIES FORMAT(S) 
xfitfeETTER SIZE • MICROFILM 
D LEGAL SIZE • COMPUTER TAPE 

^ O L W BOOK O FLOPPY DISK 
0 AUDIO TAPE • VIDEO TAPE 
Q OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
&ALPHABETICAL 
D NUMERICAL 
• CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPECIFY) 

9. VOLUME 
fit FILE DRAWER(S) 
• MICROFILM REEL(S) 

4 0 COMPUTER TAPE(S) 
^ * • OTHER(SPEC I FY) 

10. ANNUAL ACCUMULATION 
x£ FILE DRAWER(S) 

.50 D MICROFILM REEL(S) 
RTJMWR- q COMPUTER TAPE ( S ) 

D O T W P B I R P r r i F Y l 

1 1• FILE IS USED 
& DAILY • WEEKLY 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
5 D MONTH(S) 3BcYEAR(8) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Authority 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SPECIFY /.OENCY OR OFFICE) 
a YES xB NO 

18. ACCESS RESTRICTIONS xB YES • NO 
(IF YE8, CITE LAW(s) * REOULAT1ON(S) 

Some personnel files within grant files 

16. AUDIT REQUIREMENTS 

O NONE HASTATE 5 0 FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (IF YES.EXPUAIN 
BP.'IEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE ) 

0 YES MO 

18. RECOMMENDED RETENTION 
a) Retain-5 years after completion of project 

or 3 years after all audits are completed, 
whichever is later, thereafter destroy. 
B) Permanent. Retain in office 25 years, 
thereafter transfer to County Records Center & 
Archives. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

21. DATE 
5/14/90 

DCS 350-4 (REVISED 2/87) 



IHbTKOCT1 QMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL 6ERVICE8 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX .278 

JE6SUP. MARYLAND 207B4 

A G E N C Y R E C O R D S I N V E N T O R Y 
IHbTKOCT1 QMS- -TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL 6ERVICE8 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX .278 

JE6SUP. MARYLAND 207B4 PAGE £ ~ OF ^ 

^ J^PARTMENT /AOENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Developmen 

1. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES** °"OUP ° R **«-ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION RURROBEB 

4. RECORD SERIES TITLE 
Vendors 

8. EARLIEST YEAR/LATEST YEAR 
1983 TO 1990 

S. RECORD SERIES DESCRIPTION ( •RIEFLV DESCRIES 
IN THE SERIES. 

THE TYRES O P I NFORMAT I ON / DOCUMENTS/ FORMS POUND 
INCLUDE THE FURFOSE OR FUNCTION OF THE SERIES) 

Original invoices and bills from vendors used by Housing Authority. 

7. RECORD SERIES FORMAT(S) 
LETTER SIZE • MICROFILM 

° LEGAL SIZE ° COMPUTER TAPE 
^feouND BOOK O FLOPPY DISK 
^AUDIO TAPE O VIDEO TAPE 
D OTHER(SPECIFY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
• NUMERICAL 
0 CHRONOLOGICAL 
• GEOGRAPHICAL 
• OTHER(SPEC I FYJ 

». VOLUME 

4 
NUMBsl 

fl<FILE DRAWER(S) 
Q MICROFILM REEL(S) 
O COMPUTER TAPE(S) 
D OTHER( SPEC I FY ) 

10. ANNUAL ACCUMULATION 
^ F I L E DRAWER! S) 
• MICROFILM REEL(S) 

frornreW ° COMPUTER TAPE(S) 
• D e n r n F P ( R P r n r v ) 

I I . FILE IS USED 
• D A I L Y gxWEEKLY o MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
N T W ° ^V^H(B; 

I ) . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Office 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YES, SRECIFY AOENCY OR OFFICE) 
• Y E S 8 N O 

IS. ACCESS RESTRICTIONS • YES j& NO 
(IF YES, CITE LAW(s) ft REOULATI ON(S) 

16. AUDIT REQUIREMENTS 
O NONE x O STATE FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT ( |r YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE) 

O YES £ NO 

18. RECOMMENDED RETENTION 

Retain 5 years or until all audits are 
completed, whichever .is later, then destroy. 
Retain in office 3 years, thereafter 
transfer to County Records Center and Archives. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 
2 I . DATE 

5/14/90-

DGS S S 0 • 4 (REV ISED 2/87) 



INSTRUCTIGNS-.TYPE OR P R I N T A 
SEPARATE FORM FOR EACH H E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880•t) 

DEPARTMENT OF GENERAL BERV1CE8 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX .2 7 8 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCTIGNS-.TYPE OR P R I N T A 
SEPARATE FORM FOR EACH H E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880•t) 

DEPARTMENT OF GENERAL BERV1CE8 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX .2 7 8 

JESSUP, MARYLAND 20794 PAGE (o OF lA_ 

^J^PARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Developmen 

I . UNIT 
: Housing Authority 

DEFINITION-RECORD SERIES-* °" o u* °* RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WEIL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 
Past Employee Files 

8. EARLIEST YEAR/LATEST YEAR 
1978 TO IflRfl 

RECORD SERIES DESCRIPTION {• W , K r L V DESCRIBE THE TYPES OF INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES) 

Personnel files containing timeseets, personnel action sheets, performance 
evaluations, milage claim forms, requests for leave, etc. 

7 . RECORD SERIES FORMAT{ S) 
LETTER SIZE • MICROFILM 

0 LEGAL SIZE • COMPUTER TAPE 
^ftBOUND BOOK D FLOPPY DISK 
^ ^ U J D I O TAPE 0 VIDEO TAPE 
• OTHER(SPECIFY) 

8. RECORD 8ERIE8 SEQUENCE 
xSx ALPHABET1CAL 
• NUMERICAL 
0 CHRONOLOGICAL 
0 GEOGRAPHICAL 
0 OTHER(SPECIFY) 

9. VOLUME 
S FILE DRAWER(S) 
0 MICROFILM REEL(S) 

• ?,„• ° COMPUTER TAPE(S) 
NUMBER Q OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
C^FILE DRAWER(S) 

2" ° MICROFILM REEL(S) 
RTJOTtTT ° COMPUTER TAPE(S) 

Q O T W T B l R p r n r v l 

1 1 ' FILE IS USED 
0 DAILY • WEEKLY JP MONTHLY 

FILE BECOMES INACTIVE AFTER 
R T ^ °>**™<°) *YEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM J 
Governmental Center - Housing Office 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IF YES, SPECIFY AOENCY OR OFFICE) 
a YES <5t NO 

15. ACCESS RESTRICTIONS xS YES 0 NO 
(IF YES, CITE LAW(s) A RBOULAT1 ON(S) 
MD Annotated Code. State Government §10-616h 

16. AUDIT REQUIREMENTS 

BxNONE 0 STATE 0 FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USED T ( | pr YES.SXPLA1N 
BRIEFLY AND DESCRIBE ANY HARDBARS/SOFTWARE) 

0 YES xfi NO 

18. RECOMMENDED RETENTION 
Retain 5 years after termination of 

employee, thereafter destroy by shredding. 
Retain in office 3 years then transfer to 
County Records Center and Archives. 

^88^ NAME AND TITLE OF PREPARER 
Jan Blodgett/ County Archivis 

20. TELEPHONE NUMBER 
(301)475-7844 

21. DATE 
; 5/14/90 

DCS 55 0-4 (REVISED 2/87) 



INbTKUCT1 QMS.-TYPE O R PR t NT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX .278 

JESSUP, MARYLAND 20784 

A G E N C Y RECORDS I N V E N T O R Y 
INbTKUCT1 QMS.-TYPE O R PR t NT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 5 0 - 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX .278 

JESSUP, MARYLAND 20784 PAGE 1 OF W 

FARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

1. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES** °" O U F ° R "HI-*TWO RECORDS NORMALLY FILED AND USED At A UNIT FOR 
REFERENCE AS WELL A« RETENTION AND DIBPOBITION P U R P O S E S 

4. RECORD SERIES TITLE 

Moderization - Rehabilitation Program 
8. EARLIEST YEAR/LATEST YEAR 

1981 TO 

RECORD SERIES DESCRIPTION {• n ," r L V DESCRIBE THE TVREB O P INFORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

General files related to the administration of the Modernization program including 
ledgers, contracts, budget information, bids and applications, worksheets, work 
assignments, and inspection reports. 

7. RECORD SERIES FORMAT(8) 

x9 LETTER SIZE ° MICROFILM 

° LEGAL SIZE • COMPUTER TAPE 

^feoUND BOOK O FLOPPY DISK 

O AUDIO TAPE O VIDEO TAPE 

° OTHER(SPEC I FY) 

8. RECORD SERIES SEQUENCE 
^^ALPHABETICAL 
B NUMERICAL 

• CHRONOLOGICAL 

• GEOGRAPHICAL 

O OTHER(SPEC I FY J 

9. VOLUME 
0 FILE DRAWER{SJ 
• MICROFILM REEL(S) 

- — I D COMPUTER TAPE(S) 
NUMHEW A QTKER( SPEC 1 FY) 

0 

10. ANNUAL ACCUMULATION 
S XFILE DRAWER(S) 
• MICROFILM R E E L ( 8 ) 

mnmrtr D COMPUTER TAPE(S) 
• • Q T m r B ( s p r r i r v | 

I I FILE IS USED 
O DAILY • WEEKLY fixMONTHLY 

12 FILE BECOMES INACTIVE AFTER 

13. CURRENT LOCATION(S) (BLDG. ,FLOOR,ROOM) 

SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE* 
(IF YES, SPECIFY AOENCY OR OFFICE) 
° Y E S £cNO 

15. ACCESS RESTRICTIONS ^ YES • NO 
(IF YES, CITE LAW(s) * REOULATI ON(S) 

MD Annotated Code. State Government §10-616c 

16. AUDIT REQUIREMENTS 

D NONE 20 STATE S FEDERAL D INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

0 Y E S x5 N O 

18. RECOMMENDED RETENTION 

Retain 5 years or until all audits are 
completed, whichever is later, thereafter 
destroy. Retain in office 3 years, thereafter 
transfer to County Records Center & Archives. 

NAME AND TITLE O F PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 I. DATE 
5/14/90 

DCS 55 0-4 (REVISED 2/87) 



INSTRUCT 1QMS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT 1QMS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE % OF ) ^ 

^ ^ ^ F A R T M E N T / AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

8. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES'* °" O U P °" R I"-*TED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WBU. AS RETENTION AND DISPOSITION P U R P O S E S 

4. RECORD SERIES TITLE 
Request for HAP Payment / HAP Schedules 

8. EARLIEST YEAR/LATEST YEAR 
1fl7S T ° umi— 

«. RECORD SERIES DESCRIPTION (•RIK,'L-V DESCRIBE THE TYPES O F I NPORMAT I ON / DOCUMENTS / FORMS POUND 
„ , , . "IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES] 
Correspondence and forms related to issuing Housing Authority Payment bills to 
renters/participants in program. 

7. RECORD SERIES FORMAT(S) 

^ L E T T E R SIZE Q MICROFILM 

• LEGAL SIZE • COMPUTER TAPE 

^feoUND BOOK • FLOPPY DISK 

^ ^ U J D I O TAPE 0 VIDEO TAPE 

0 OTHER(SPECIFY) 

8. RECORD 8ERIES SEQUENCE 

Q ALPHABETICAL 

0 NUMERICAL 

CHRONOLOGICAL 

0 GEOGRAPHICAL 

• OTHER(SPEC 1 FY) 

9. VOLUME 
(3"FILE DRAWER( S ) 
0 MICROFILM REEL(S) 

• • • y. 0 COMPUTER TAPE(S) 
NUMBER D QTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULAT1ON 
^ FILE DRAWER(S) 

5" • MICROFILM REEL(S) 
RuTOTfir O COMPUTER TAPE(S) 

O Q T H F B I R P r r i r v l 

1 1 ' FILE IS USED 
0 DAILY £ WEEKLY 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
N U „ B E W D MONTH) S) axrEAR(S) 

(3. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Office 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OEKCY OR OFFICE) 
0 Y E S fixNO 

IS. ACCESS RESTRICTIONS • YES XB N O 
(.IP YES , CITE LAW(s) ft REBUUAT 1 ON ( 8 ) 

MD Annotated Code. State Government §10-616c 

18. AUDIT REQUIREMENTS 

Q NONE 0 STATE B XFEOERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USED? ( IP YES. EXPI-A IN 
BRIEFLY AND DESCRIBE ANY HARDBARE/SOFTWARE) 

0 YES 2 t t N O 

1 

18. RECOMMENDED RETENTION 

Retain 5 years or until all audits 
completed, thereafter destroy. Retain 
in office 3 years, thereafter transfer 
to County Records Center & Archives. 

^ B T NAME AND TITLE of PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 1 . DATE 

5/14/90 

DCS 85 0 -4 (REVISED 2/87) 



1HSTRUCT 1 QMS••TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 80-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

A G E N C Y R E C O R D S I N V E N T O R Y 
1HSTRUCT 1 QMS••TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 80-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 PAGE OF H 

^ ^ E F A R T M E N T / A G E N C Y 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

3. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES-* Qm0iJ* °* RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION P U R P O B E B 

4. RECORD SERIES TITLE 
Voucher Schedules/HVP/RAP 

8. EARLIEST YEAR/LATEST YEAR 
1.988 TO l??p 

5. RECORD SERIES DESCRIPTION (*R,K,RLAV DESCRIBE THE TYPES O P IN FORMAT I ON / DOCUMENTS / FORMS POUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES) 

Requests for payment used by office bookkeeper to issue checks hor Housing Voucher 
Payments, Rent Allocatin Payments, etc. 

7. RECORD SERIES FORMAT(S) 
LETTER SIZE 0 MICROFILM 

0 LEGAL SIZE 0 COMPUTER TAPE 

^ B O U N D BOOK • FLOPPY DISK 

t^VUDIO TAPE 0 VIDEO TAPE 

0 OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 

0 ALPHABETICAL 

° NUMERICAL 

2 & CHRONOLOGICAL 

0 GEOGRAPHICAL 

0 OTHER(SPEC 1 FY J 

9. VOLUME 
Jft FILE DRAWER(S) 
• MICROFILM REEL(S) 

2 ° COMPUTER TAPE(S) 
• OTHER(SPECIFY) 

10. ANNUAL ACCUMULATION 
% FILE DRAWER)S) 

• 5 0 D MICROFILM REEL(S) 
RTJ O T E T 0 COMPUTER TAPE(S) 

. D O T W F B / R P F r 1 « rv \ 

1 1 ' FILE IS USED 
Q DAILY ^ W E E K L Y 0 MONTHLY 

**' FILE BECOMES INACTIVE AFTER 
D M O ™ L S ! * * Y E A R ( S | 

O . CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM) 
Governmental Center - Housing Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
I IF YES, SPECIFY AOENCY OR OFFICE) 
• Y E S X© N O 

18. ACCESS RESTRICTIONS fixYE5 • N O 
(IF YES, CITE LAW(s) * REOULAT1 ON(S) 

MD Annotated Code, State Government §10-616c 

16. AUDIT REQUIREMENTS 

D NONE E X STATE BxFEDERAL • INDEPENDENT 

17. IS AN INDEX SYSTEM USED* (|p YES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

• YES > R N O 

1 

18. RECOMMENDED RETENTION 

Retain 5 years or until all audits 
completed, whichever is later, thereafter 
destory. Retain in office 3 years, 
thereafter transfer to County Records 
Center & Archives. 

NAME AND TITLE of PREPARER 

Jan Blodgett/County Archives 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 I . DATE 

5/14/90 

DOS 5 50-4 (REVISED 2/87) 



INSTRUCT)QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REV 1 BED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT)QMS--TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REV 1 BED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE 10 OF 

l ^ ^ F A R T M E N T / A G C N C Y 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

>. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES-* °" O U P ° R RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION P U R P O S E S 

4. RECORD SERIE8 TITLE 
HAP Checks 

8. EARLIEST YEAR/LATEST YEAR 
1985 TO , 1990 

«. RECORD SERIES DESCRIPTION (•"L,T,'LV DESCRIBE THE TYPES O F I NPORMAT I ON/DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES J 

Voucher check copies and cancelled checks for the Housing Authority programs including 
CDC and Tubman-Douglas housing. 

7. RECORD SERIES FORMAT(Sj 

0 LETTER SIZE • MICROFILM 

0 LEGAL SIZE • COMPUTER TAPE 

^feoUND BOOK O FLOPPY DISK 

Q AUDIO TAPE O VIDEO TAPE 

x£ OTHER(SPEC I FY} 
checks 

8. RECORD SERIES SEQUENCE 

• ALPHABETICAL 

• NUMERICAL 
SJCHRONOLOOICAL 

• GEOGRAPHICAL 

• OTHER(SPEC I FY J 

VOLUME 

NUMBER 

IfhflLE DRAWER! S) 
• MICROFILM REEL(S) 
D COMPUTER TAPE(S) 
D OTHER!SPEC I FY) 

I 0. ANNUAL ACCUMULATI ON 
GRriLE DRAWER!S) 
O MICROFILM REEL(S) 

mmttT D COMPUTER TAPE(S) 
• • O T H F B ( E P T r l f f V ) 

I I FILE IS USED 
O DAILY JP WEEKLY 0 MONTHLY 

12. FILE BECOMES INACTIVE AFTER 
HT^IT °"°*™<*> xBt YEAR ( B 1 

1 3 . CURRENT LOCATION!S) (BLDG.,FLOOR,ROOM J 
Governmental Center - Housing Office 
SMC Records Center 

14. IB RECORD SERIES DUPLICATED ELSEWHERE T 
(IF YES, SPECIFY /.OENCV OR OFFICE) 
• Y E S ficNO 

18. ACCESS RESTRICTIONS x « YES • NO 
(IF YES, CITE LAW(s) * REOULATI ON(S) 

MD Annotated Code. State Government §10-616c 

16. AUDIT REQUIREMENTS 

O NONE O STATE 8xFEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF YES.EXPLAIN 
B M B P L Y AND DESCRIBE ANY HARDWARE/ SOFTWARE ) 

° YES %x NO 

18. RECOMMENDED RETENTION 

Retain 5 years or until all audits are 
completed, whichever is later, thereafter 
destroy. Retain 3 years in office, 
thereafter transfer to County Records 
Center and Archives. 

^ 8 ^ NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 2 t. DATE 

Jan Blodgett/County Archivist (301) 475-7844 5/14/90 

DCS 9 5 0-4 (REVISED 2/87) 



INSTRUCT 1QMS- -TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 8 0*1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1QMS- -TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 8 0*1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 PAGE JL_ o r H 

l^^PARTMENT/AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

1. UNIT 
Housing Authority 

3EF IN ITION •RECORD SERIES** 9 * O W ° R " , I - * T K B RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AW RETENTION AND DISPOSITION P U R P O B E B 

4. RECORD SERIES TITLE 
Rent Receipts 

8. EARLIEST YEAR/LATEST YEAR 
1983TO 1990 

8. RECORD SERIES DESCRIPTION (•R,"TRUV DESCRIBE THE TYPES O P IN FORMAT I ON/DOCUMENTS/FORMS POUND 
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES) 

Receipts for rent paid by renters in Housing areas supervised by the Housing 
Authority Office. Receipts are organized by housing areas and are maintained by 
different staff. 

7. RECORD SERIES FORMAT( S) 
0 LETTER SIZE O MICROFILM 
0 LEGAL SIZE • COMPUTER TAPE 
^feoUND BOOK 0 FLOPPY DISK 
U AUDIO TAPE D VIDEO TAPE 
OTHER(SPEC IFY) 
4X6" 

8. RECORD 8ERIE8 SEQUENCE 
0 ALPHABETICAL 
• NUMERICAL 

X & CHRONOLOG1CAL 
• GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

9. VOLUME 
5ft; FILE DRAWER(S) 
• MICROFILM REEL(S) 

] D COMPUTER TAPEISl 
NUMBER Q 0THER(SPEC 1 FY) 

7. RECORD SERIES FORMAT( S) 
0 LETTER SIZE O MICROFILM 
0 LEGAL SIZE • COMPUTER TAPE 
^feoUND BOOK 0 FLOPPY DISK 
U AUDIO TAPE D VIDEO TAPE 
OTHER(SPEC IFY) 
4X6" 

8. RECORD 8ERIE8 SEQUENCE 
0 ALPHABETICAL 
• NUMERICAL 

X & CHRONOLOG1CAL 
• GEOGRAPHICAL 
0 OTHER(SPEC 1 FY) 

10. ANNUAL ACCUMULATION 
XX FILE DRAWER(S) 

5 " O MICROFILM REEL(S) 
mmWIT ° COMPUTER TAPE(S) 

• O T H F B l K P r r 1 «rv \ 

10. ANNUAL ACCUMULATION 
XX FILE DRAWER(S) 

5 " O MICROFILM REEL(S) 
mmWIT ° COMPUTER TAPE(S) 

• O T H F B l K P r r 1 «rv \ 

1 1 ' FILE IS USED 
0 DAILY WEEKLY 0 MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
3 • MONTH(S) jfkYEAR(S) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Office 

14. IS RECORD SERIES DUPLICATED ELSEWHERE* 
(IF YES, SPECIFY AOENCY OR OFFICE) 
• YES xB NO 

IS. ACCESS RESTRICTIONS SxYES • NO 
(IF YES, CITE LAW(s) * REOULAT1 ON(8) 

MD Annotated Code. State Government. §10-616c 

16. AUDIT REQUIREMENTS 

D NONE BXSTATE XR FEDERAL ° INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (1P VES.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D YES JSC NO 

18. RECOMMENDED RETENTION 
Retain 5 years or until audits are completed 
whichever is later, thereafter destroy. 
Retain in office 3 years, thereafter 
transfer to County Records Center & Archives 

NAME AND TITLE OF PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

21. DATE 

5/14/90 

DCS 8 9 0*4 (REVISED 2/87) 



INSTRUCT 1 QMS- -TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 9 5 0 • 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y RECORDS I N V E N T O R Y 
INSTRUCT 1 QMS- -TYPE OH PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 9 5 0 • 1 ) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7271 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE |3— OF W 

"ij^F^ PARTMENT / AGENCY 
St. Mary's County 

2. DIVISION 
Economic & Community Development 

S . UNIT 
Housing Authority 

DEFINITION•RECORD SERIES-* 9mOU* °" RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS BELL AS RETENTION AND DISPOSITION PURPOSES 

4. RECORD SERIES TITLE 

Terminated Tenants 
8. EARLIEST YEAR/LATEST YEAR 

1983 TO 1990 

RECORD SERIES DESCRIPTION ( 1 « R U V DESCRIBE THE TYPES O F INPORMATI ON/DOCUMENTS/FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES) 

Files containing the Housing Authority's Section 8 Program Files regarding information 
on participating families and landlords. May include case record, correspondence, 
housing assistance payments and reexamination register, application for housing 
assistance, financial disclosure statements, public assistance and employment, 
inquiries, contracts and agreements. 

7. RECORD SERIES FORMAT(S) 

xB LETTER SIZE ° MICROFILM 

• LEGAL SIZE • COMPUTER TAPE 

^ B O U N D BOOK ° FLOPPY DISK 

^ ^ U J D I O TAPE Q VIDEO TAPE 

° OTHER(SPECI FY) 

8. RECORD SERIES SEQUENCE 

•.^ALPHABETICAL 

Q NUMERICAL 

0 CHRONOLOGICAL 

O GEOGRAPHICAL 

Q OTHER(SPECIFY) 

9. VOLUME 

4 
NUMBE* 

XB FILE DRAWER(S) 
• MICROFILM REEL(S) 

, • COMPUTER TAPE(S) 
D OTKER( SPEC I FY) 

10. ANNUAL ACCUMULATION 
xQ FILE DRAWER(S) 

1.5 0 MICROFILM REEL(S] 
NTJOTETT ° COMPUTER TAPE(S) 

• 0 O T H g B ( B P r r i r v ) 

I I FILE IS USED 
O DAILY • WEEKLY Ex MONTHLY 

12 . FILE BECOMES INACTIVE AFTER 
J n m r ° MONTH(S) « YEAR(S) 

1 3 . CURRENT LOCATION(S) (BLDO,,FLOOR,ROOM) 
Governmental Center - Housing Office 

SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERET 
(IF YEB, SPECIFY /.SENCY OR OFFICE) 
• Y E S fit N O 

18. ACCESS RESTRICTIONS jStYES Q NO 
(IF YES, CITE LAW(s) & REOULATI ON I S ) 

MP Annotated Code. State G o v p r n m P T i r S1 0-fi 1 fir 

16. AUDIT REQUIREMENTS 

• NONE • STATE FEDERAL ° INDEPENDENT 

IS AN INDEX SYSTEM USEDT (IF YES.EXPLAIN 
BHIEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE) 

D YES Ox N O 

18. RECOMMENDED RETENTION 
Retain 5 years or until all audits 
completed, whichever is later, thereafter 
destroy by shredding. Retain records in 
office 3 years, thereafter transfer to County 
Records Center & Archives. 

W NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 t. DATE 
5/14/90 

DCS 330-4 (REVISED 2/87) 



INSTRUCT IONS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880*1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 

A G E N C Y R E C O R D S I N V E N T O R Y 
INSTRUCT IONS-.TYPE OR PRINT A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 880*1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20794 PAGE / 3 OF j4 

A BEPARTMENT/AGCNCY 
S t . Mary's County 

2. DIVISION 
Economic & Community Development 

1. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES** O R O U F °r ««--ATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR 
REFERENCE AS WELL AS RETENTION AND DISPOSITION P U R P O B E B 

4. RECORD SERIE8 TITLE 

Terminated Landlords 
8. EARLIEST YEAR/LATEST YEAR 

1,883 UM 
«. RECORD SERIES DESCRIPTION (•""•''L*V DESCRIBE THE TYPES O P INFORMAT I ON/DOCUMENTS / FORMS FOUND 

•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES) 

Files containing copies of correspondence form the SCM Housing Authority to 
tenants and landlords. Tenant correspondence includes notification of appointments 
for contracts renewals and agreements of portions of monthly rental payments. 
Landlord correspondence includes possible tenant terminations notices and other 
correspondence. 

7. RECORD SERIES FORMAT(S) 

RxLETTER 8IZE • MICROFILM 

O LEGAL SIZE ° COMPUTER TAPE 

^fcpOUND BOOK 0 FLOPPY DISK 

O^AUDIO TAPE 0 VIDEO TAPE 

0 OTHER(SPEC IFY J 

8. RECORD SERIES SEQUENCE 

BxALPHABET1CAL 

° NUMERICAL 

• CHRONOLOGICAL 

0 GEOGRAPHICAL 

0 OTHER(SPECIFY) 

9 . VOLUME 

S FILE DRAWER(S) 
• MICROFILM REEL (S ) 

• J , M „ D COMPUTER T A P E ( S ) 
• OTHER(SPEC 1 FY ) 

10. ANNUAL ACCUMULATION 

0 F ILE DRAWER(S) 
o • MICROFILM REEL (S ) 

PJTJUBTR- ° COMPUTER TAPE (S ) 
• Q T W f D / R P F r l l - V l 

1 1 ' FILE IS USED 

0 DAILY 0 WEEKLY j? MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
3 • MONTH(S) D X YEAR (S ) 

13. CURRENT LOCATION(S) (BLDO.,FLOOR.ROOM) 

SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE* 
I IF YES, SPECIFY AOENCY OR OFFICE) 
O YES 2QCNO 

18. ACCESS RESTRICTIONS 28cYES 0 NO 
(IF YES, CITE LAW(s) * RBOULAT1 ON(S) 

MD Annotated Code. State Government §10-616c 

16. AUDIT REQUIREMENTS 

D NONE O STATE ^FEDERAL 0 INDEPENDENT 

17. IS AN INDEX SYSTEM USEDT (|F YES.EXPLAIN 
BF.IEFLY AND DESCRIBE ANY HARDWARE/SOFTWARE ) 

• YES 3 NO 

16. RECOMMENDED RETENTION 

Retain 5 years or until all audits completed, 
whichever is later, thereafter destroy by 
shredding. Retain in office 3 years, 
thereafter transfer to County Records 
Center & Archives. 

^•PT NAME AND TITLE ° F PREPARER 

Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 

(301) 475-7844 

2 1 . DATE 

5/14/90 

DOS 550-4 (REVISED 2/87) 



1NSTRUCT 1QMS *•TYPE OH P R I N T A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 8 0-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 

A G E N C Y RECORDS I N V E N T O R Y 
1NSTRUCT 1QMS *•TYPE OH P R I N T A 
SEPARATE FORM FOR EACH N E W OR 
REVISED RECORD SERIES. FORWARD 
WITH RECORDS RETENTION SCHEDULE 
(DOS 8 8 0-1) 

DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

7278 WATERLOO ROAD 
P.O. BOX 278 

JESSUP, MARYLAND 20784 PAGE J i L o F 4_ 
^••DEPARTMENT/AGENCY 

St. Mary's County 
2. DIVISION 
Economic & Community Development 

S. UNIT 
Housing Authority 

DEFINITION-RECORD SERIES-* O R O U P ° R * * L A T E D R E C O R D S NORMAL.LV F I L E D A N D U S E D A S A U N I T F O R 
R E F E R E N C E A S I t U A S R E T E N T I O N A N D D I S P O S I T I O N F U R F O B E B 

4. RECORD SERIES TITLE 
Inactive Applicants/Former Certificate Holders - Section 8 

8. EARLIEST YEAR/LATEST YEAR 
..,lStf. 6 T O , 1990 , 

6. RECORD SERIES DESCRIPTION | B R , K , , L V DESCRIBE THE TYPES O F I NPORMAT I ON / DOCUMENTS / FORMS FOUND 
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES] 

Inactive Applicant, Former Certificate Holder, Single, Ineligble and Terminated files 
containing correspondence, worksheets, pre-applications, recertifications, income 
verification, lease approval, etc. Also contains files with returned (not deliverable) 
correspondence. 

7. RECORD SERIES FORMAT(S) 
gxLETTER SIZE O MICROFILM 
0 LEGAL SIZE • COMPUTER TAPE 
^^OUND BOOK ° FLOPPY DISK 
• AUDIO TAPE 0 VIDEO TAPE 
Q OTHER(SPEC IFY) 

8. RECORD SERIES SEQUENCE 
^ALPHABETICAL 
0 NUMERICAL 
O CHRONOLOGICAL 
° GEOGRAPHICAL 
O OTHER(SPECIFY) 

9. VOLUME 
gxFILE DRAWER(S) 
• MICROFILM REEL(S) 

I S 
' J D COMPUTER TAPE(S) 

N U M 6 E * • OTHER(SPECIFY) 
10. ANNUAL ACCUMULATION 

OXFILE DRAWER(S) 
•50D MICROFILM REEL(S) 

RTjqBlT ° COMPUTER TAPE(S) 
D O T H F R l fiprr 1 F Y \ 

1 1 • FILE IS USED 
° DAILY 0 WEEKLY ^MONTHLY 

1 2 • FILE BECOMES INACTIVE AFTER 
nrrcUr D ***™la> ^ V E A R ( S ) 

13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM) 
Governmental Center - Housing Authority 
SMC Records Center 

14. IS RECORD SERIES DUPLICATED ELSEWHERE T 
I IF YES, SPECIFY AOENCY OR OFFICE) 
D YES JttNO 

15. ACCESS RESTRICTIONS XX YES • NO 
(IF YES, CITE LAW(s) * REOULAT1ON(S) 

MD Annotated Code. State Government §10-616c 

16. AUDIT REQUIREMENTS 

• NONE O STATE OxTEDERAL O INDEPENDENT 

17. IS AN INDEX SYSTEM USED? (IF YE 8.EXPLAIN 
BRIEFLY AND DESCRIBE ANY HARDWARE/ SOFTWARE ) 

0 YES xOx NO 

18. RECOMMENDED RETENTION 
Retain 5 years or until all audits are 

completed, whichever is later, thereafter 
destroy by shredding. Retain in office 3 
years, thereafter transfer to County Records 
Center and Archives. 

NAME AND TITLE OF PREPARER 
Jan Blodgett/County Archivist 

20. TELEPHONE NUMBER 
(301) 475-7844 

2 t. DATE 
5/14/90 

DCS 550-4 (REVISED 2/87) 

http://NORMAL.lV

